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JOB DESCRIPTION

	Job Title:
	Division:

	Finance and Project Officer
	External Relations

	Location:
	Responsible to:
	Date:
	Rank:

	London
	Lead, SheDecides Support Unit
	April 2019
	Rank 5


1.
JOB PURPOSE

SheDecides is a global political movement driving change, fuelled by actions in communities, with young people at its heart. The movement was born in January 2017 as a result of the reinstatement and expansion of the Global Gag Rule and has grown significantly since then. The movement is now guided by a Strategy (2019-2021) and a costed workplan, and is supported by the SheDecides Support Unit (SDSU). The SDSU is an independent entity hosted by IPPF. 

The movement seeks a Finance and Project Officer. The postholder’s role will be to support the successful financial and administrative implementation of the SheDecides Strategy. 
2.
KEY TASKS

Finance
1. Support timely and accurate financial reporting for internal management and external donors, through co-ordination of reporting deadlines and to include planning deadlines, formats for information and consolidation of data, ensuring the SDSU can submit timely and accurate consolidated reports.
2. Coordinate development of annual budgets and semi-annual and annual financial reports for internal management, for approval by the SDSU Guiding Group (Board) and the Donor Advisory Group, in accordance with SheDecides governance instruments and donor agreements. 

3. Develop and manage reports that enable the SDSU to monitor expenditure against budget, and support the SDSU Lead and team members in budget phasing and budget realignment. 

4. Ensure expenses are authorised and processed in accordance with agreed IPPF and SDSU procedures.

5. Assist the Lead in preparing financial documents for Guiding Group and Donor Advisory Group meetings, and present financial information to the governance meetings as needed.
6. Ensure that travel expenses claimed are in accordance with the travel procedures and that supporting documentation is provided as appropriate. Prepare the necessary reimbursement for expenses not covered by per-diems.
7. Coordinate disbursement, reporting and compliance for sub-grants, in line with SDSU and IPPF guidelines.
8. Assist with audit preparation, auditor reviews and implementation of recommendations as directed.
Project Management Support
1. Oversee the efficient running of the SDSU’s daily operations including coordinating procurement processes for SDSU branded materials and other collateral, maintaining an updated filing system, contact database and SDSU calendar.
2. Maintain a tracking system for consultancy contracts ensuring that appropriate authorisations are in place and that IPPF procedures are followed.
3. Support travel and logistical planning for key events in the SheDecides calendar.
4. Participate in annual planning and reviews, and in development of donor proposals.
General

· Ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.

· Build and maintain positive relationships with all members of staff, and contacts within and outside the Federation.  In particular relationships with the Treasurer, Audit Committee and representatives of donor organisations.

· Become familiar with the Federation’s Health and Safety Programme and Guidelines for using Visual Display Units. To do everything possible to ensure a healthy and safe working environment, including following instructions and guidance. 

· Take collective responsibility for safeguarding

· Undertake any other reasonable duties as may be requested from time to time.

3.
RESPONSIBILITIES

a)
Staff responsibilities carried out by the job holder 
· None
b)
Financial responsibilities carried out by the job holder

· The job holder has day-to-day responsibility for ensuring that the financial procedures of IPPF are followed in the approving of financial transactions
c)
Advisory responsibilities carried out by the job holder.

· Advises the Lead on financial and administrative matters. 
· Will hold key working relationships with all members of the SDSU, sub-grantees and IPPF colleagues
PERSON SPECIFICATION

4.
EDUCATION & QUALIFICATIONS

· Degree or equivalent standard of education 
· Ideally CIMA/ACCA part qualified or equivalent standard of education. 

5.
PROVEN ABILITY

· Consistent application in accounting, particularly budgeting; financial analysis; development issues and project implementation and monitoring.

· Competence in audit and financial systems analysis desirable.
· Experience in working in the accounting and finance component of large donor-funded projects.
· Experience of development issues and/or project implementation and monitoring.

· Experience in audit and financial control systems.

· Previous not-for-profit experience essential 
· International experience (particularly developing countries) desirable.

6. 
SKILLS

· Strong IT skills (including spreadsheet applications, especially Microsoft Excel, and databases).
· Knowledge of financial reporting systems (IPPF CO currently uses NetSuite). A variety of experience in financial reporting systems is advantageous.  
· Fluent English (verbal and written). 
· Excellent interpersonal skills and an ability to work effectively with people from different countries and cultures  
· Strong verbal communication skills required to train staff and to convey complex financial information in an easily understandable form to non-financial staff.
· Excellent written English.
· Strong analytical skills.
· Excellent time management and organisational skills.

7.
PERSONAL COMPETENCE

· Willing to travel internationally up to 20 days a year.
· Awareness of and sensitivity to the multi-cultural and diverse environment in which IPPF operates.
· Integrity and ability to maintain confidentiality at all times.
· Understanding of and a commitment to safeguarding including child protection, in a local and international context.
· Supportive of a woman’s right to choose and to have access to safe abortion services.  This is an occupational requirement of this post, in accordance with Schedule 9 Part 3 of the Equality Act 2010.
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